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PREFACE 


The  bilingual  program  audit  system,  as  revised  in  this  document,  is  a 
result  of  the  combined  efforts  of  the  Massachusetts  Department  of  Education, 
Bureau  of  Transitional  Bilingual  Education  staff  and  a  consultant,  Mr.  Antonio 
Barbosa.   Mr.  Barbosa,  served  as  the  principal  investigator,  compiler  and 
editor  of  the  final  product. 

The  activity  which  is  the  subject  of  this  publication  was  supported  in 
whole  or  in  part  by  the  United  States  Department  of  Education,  Office  of 
Bilingual  Education  and  Minority  Language  Affairs.   However,  the  opinions 
expressed  herein  do  not  necessarily  reflect  the  positions  or  policy  of  the 
United  States  Department  of  Education,  and  no  official  endorsement  by  the 
United  States  Department  of  Education  should  be  inferred. 

The  Massachusetts  Department  of  Education  insures  equal 
employment/educational  opportunities/affirmative  action  regardless  of  race, 
color,  creed,  national  origin,  or  sex,  in  compliance  with  Title  IX,  or 
handicap,  in  compliance  with  Section  50^. 

July  31,  1986 
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ABBREVIATIONS 


ADM  =  Administration 

BILAIDE  =  Bilingual  Aide 

BILCOUNSEL  =  Bilingual  Guidance  Counselor 

BILINGUAL  STUDENTS'  WEEKLY  SCHEDULE 

BILDIR  =  Bilingual  Director 

BILPARENT  =  Bilingual  Parent 

BILSTUD/k-6  =  Bilingual  Student  Grades  k-6 

BILSTUD/7-12  =  Bilingual  Student  Grades  7-12 

BILTEACH  =  Bilingual  Teacher 

CHAPTER/ I  =  Chapter  I  Teacher 

DEL  =  Program  Delivery 

Dept.  of  Ed.  =  Departent  of  Education 

Ed.  Sp.  Ill  =  Educational  Specialist  III 

EEO  =  Equal  Education  Opportunity  Coordinator 

ELD  =  English  Language  Development 

ESL  =  English  as  a  Second  Language 

ESLTEACH  =  English  as  a  Second  Language  Teacher 

G.L.C.  71 A  =  General  Laws  Chapter  71A 

IDP.  =  Identification,  Placement,  and  Transfer 

LEA  =  Local  Education  Agency 

LIBRARIAN  =  School  Librarian 

MONOCOUNSEL  =  Monolingual  Guidance  Counselor 

MONOTEACH  =  Monolingual  Teacher 

PAC  =  Parent  Advisory  Council 

PAC/COOR  =  PAC  Coordinator 

PAC/MEMB  =  PAC  Member 

PAC/PARENT  =  PAC  Parent 

PHYS.ED  =  Physical  Education  Teacher 

PRINC/HEAD  =  Principal /Headmaster 

Q/SURVEY  =  Questionnaire/Survey 

RECORD  REVIEW  =  Bilingual  Student  Checklist 

RECORD  REVIEW  =  Transferred  Student  Checklist 

REG.  =  Regulations 

REG.  DIR.  =  Regional  Director 

SCHCOM/MEMB  =  School  Committee  Member 
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ABBREVIATIONS 


SPED  =  Special  Education  Director 

SUPER  =  Superintendent 

T.B.E.  or  TBE  =  Transitional  Bilingual  Education 

TITLE  VII  =  Title  VII  Program  Director 

TRANSTUD  =  Transferred  Student 

VOC/ED  =  Vocational  Education  Director 
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OVERVIEW  OF  BILINGUAL  PROGRAM  AUDIT 

Chapter  71A,  the  Massachusetts  Transitional  Bilingual  Education 
Act,  requires  each  public  school  district  in  the  Commonwealth 
where  20  or  more  limited  English-speaking  students  of  a 
particular  linguistic  group  reside  to  provide  a  bilingual  program 
in  that  language.   Approximately  20,000  students  are  enrolled  in 
bilingual/bicultural  programs  in  about  50  cities  and  towns 
throughout  the  state.   The  programs  are  offered  in  16  different 
languages:   Armenian,  Cape  Verdean,  Chinese,  French,  Greek, 
Haitian-Creole,  Hebrew,  Gujarati,  Japanese,  Khmer,  Korean, 
Laotian,  Lebanese,  Portuguese,  Spanish,  and  Vietnamese. 

The  majority  of  these  programs  are  "transitional  bilingual 
education"  programs;  that  is,  they  are  mandated  and  reimbursed  by 
the  state.   A  number  of  these  programs,  however,  also  receive 
federal  funding  under  Title  VII  of  the  Elementary  and  Secondary 
Education  Act.   Title  VII  projects  are  enrichment  programs  which 
"supplement"  rather  than  "supplant"  what  is  already  required 
under  Chapter  71A. 

Both  Chapter  71A  and  the  Title  VII  State  Education  Agency 
Technical  Assistance  grant  require  the  Bureau  of  TBE  to  monitor 
the  implementation  of  bilingual  education  in  Massachusetts' 
public  schools.   Accordingly,  the  Bureau  of  TBE  has  developed  the 
bilingual  program  audit  system,  which  has  the  following  goals: 

to  identify  the  commendable  aspects  of  local  bilingual 
programs 

to  identify  problem  areas  and  noncompliance  issues  in 
local  programs 

to  recommend  solutions  to  problem  areas  and  noncompliance 
issues  for  follow-up  assistance 

to  inform  school  system  personnel,  students,  and  parents 
of  bilingual  education  requirements 

Basically,  the  audit  process  consists  of  a  three  to  four  day  on- 
site  visit  made  by  a  team  of  professional  educators,  chaired  by 
the  regional  TBE  staff  member.   Team  members  are  assigned  to  sub- 
committees to  evaluate  the  following  aspects  of  bilingual 
education  services: 

Administration 

Identification,  Placement,  and  Transfer  of  Students 

Program  Delivery 

Parental  Involvement 
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Criteria  have  been  developed  for  each  of  these  four  subject  areas 
to  serve  as  a  basis  for  the  team  members'  evaluation.   (See  pp. 
13-35)    These  criteria  are  drawn  from  federal  and  state 
bilingual  education  and  Equal  Education  Opportunity 
regulations.   These  criteria  also  incorporate  a  number  of 
important  considerations  which,  although  not  explicitly  required, 
are  nonetheless  minimal  conditions  for  a  successful  bilingual 
program.   When  the  program  to  be  audited  includes  a  Title  VII 
component,  additional  criteria,  based  on  the  objectives  of  the 
district's  Title  VII  proposal,  are  used. 

Logistical  preparation  and  advance  data  collection  take  place 
before  the  on-site  visit.   Self-evaluation  questionnaires  are 
distributed  to  various  school  system  personnel,  parents,  and 
students.   In  addition,  Bureau  staff  review  a  random  sample  of 
student  records  in  order  to  assess  the  procedures  used  in 
placing,  evaluating,  and  transferring  bilingual  students.   The 
cumulative  folders  reviewed  include  those  of  students  presently 
enrolled  in  the  program  as  well  as  those  who  have  been  recently 
transferred.   The  audit  chairperson  and  parent  team  member 
observe  a  PAC  meeting  and  conduct  interviews  with  PAC  members 
before  the  on-site  visit,  if  possible.   A  data  bank  is  prepared 
which  contains  a  variety  of  information  about  the  program,  such 
as  current  TBE  plan,  in-school  census,  and  other  pertinent 
documents . 

All  this  information  —  completed  questionnaires,  student  record 
review,  observation  of  a  PAC  meeting,  and  the  data  bank  —  is 
summarized  and  reviewed  with  team  members  during  the  training 
session  which  immediately  precedes  the  on-site  visit.   While  on 
site,  team  members  interview  administrators,  teachers,  parents 
and  students.   They  also  observe  bilingual  classes,  and  write  a 
preliminary  report  on  the  status  of_  bilingual  education  services 
in  the  school  district. 

Within  6  weeks  after  the  on-site  visit,  the  preliminary  report  is 
verified  with  the  school  system's  administration  and  released  in 
its  final  version.   The  regional  TBE  staff  member  monitors  the 
implementation  of  the  report's  recommendations  and  provides 
follow-up  assistance. 

The  entire  audit  process,  from  notification  of  the  school  system 
through  the  school  system's  written  response  to  the  final  report, 
takes  place  over  a  22  week  period.   The  time  line  for  this 
process  and  the  personnel  responsible  for  implementing  the  audit 
are  detailed  on  the  next  two  pages. 
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Responsibil  ity 

TASK 

Dept. 
of  Ed. 

Audit 
Team 

School 
System 

1 

TIME  LINE 

1. 

Selection  of  school  system  to  be  audited 

X 

Spring  prior  to 
year  of  audit 

2. 

Notification  of  school  system 

X 

At  the  latest  10  wks 
prior  to  on-site  vi si 

3. 

Pre-audit  meeting(s)  with  local  director 
and  staff 

X 

Within  2  wks.  after 

notification  of  schoo 
system 

4. 

Local  director  prepares  staff,  distributes  ques- 
tionnaires, gathers  data  and  student  records 

X 

Within  3  wks  after 
notification  of  schoc 
system 

5. 

Selection  of  team  members 

X 

Within  5  wks  after 
notification  of  schoo 
system* 

6. 

PAC  meeting  attended  and  record  review  completed 

X 

Within  6  wks.  after 
notification  of  schoo 
system 

7. 

Completed  questionnaires  and  other  data 
returned  by  local  directors 

X 

8. 

Questionnaires,  data  bank,  PAC  observation, 
and  record  review  data  are  summarized  and 
materials  prepared  for  team 

X 

Within  8  wks.  after 
notification  of  schoo 
system 

9. 

Team  meets  for  training 

X 

X 

One  week  before  on- 
site  visit 

10. 

Team  meets  for  final  wrap  up  training  session 

X 

X 

One  day  before  audits 

11. 

On-site  visit 

X 

X 

Within  10  wks.  after] 

notification  of  schoo 
system 

12. 

Preparation  of  preliminary  report 

X 

X 

Last  day  of  on-site 
visit 

13. 

Draft  report  reviewed  with  local  bilingual 
director  and/or  superintendent 

X 

X 

Not  to  exceed  2  wks. 
after  on-site  visit 

14. 

Final  report  sent  to  central  office  and  region- 
al center  directors  for  approval 

X 

Not  to  exceed  4  wks 
after  on-site  visit 

15. 

Regional  center  sends  final  report  to  local  dis- 
trict including  school  committee  chairperson 
and  others 

X 

Not  to  exceed  6  wks. 
after  on-site  visit 

16. 

School  system  responds  in  writing  to  final  report 
frith  plan  of  action  approved  by  School  Committee 

X 

Not  to  exceed  10  wks 
after  on-site  visit 

17. 

Regional  education  center  provides  support  and 
follow-up  assistance  in  implementing  report's 
recommendation 

X 

Ongoing 

Preferably  started  prior  to  notification 
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e  chart  below  describes  the  assignment  of  audit  tasks  to  various 'personnel  within  the 
partment  of  Education.  The  following  code  is  used:  A  =  approve,  I  =  informed, 
=  responsible,  and  S  =  support. 


TASK 


Ed.  Sp. 
Ill 


Selection  of  school  system  to  be  audited 


Notification  of  school  system 


Pre-audit  meeting(s)  with  local  director  and 
staff. 


TBE 
Dir. 


A.S 


I,S 


Local  director  prepares  staff,  distributes  quesJ 
tionnaires,  gathers  data  and  student  records     R* 


Selection  of  team  members 


PAC  meeting  attended  and  record  review 
completed 


Questionnaires  and  other  data  returned  by  local 
di  rector 


Questionnaires,  data  bank',  PAC  observation,  and 
record  review  data  are  summarized  and  materials 

prepared   for   team 


A,S 


Team  meets  for  training 


Team  meets  for  final  wrap  up  training  session 


)  On-site  visit 


Preparation  of  preliminary  report 


Draft  report  reviewed  witn  local  bilingual 
director  and/or  superintendent 


Final  report  sent  to  central  office  and 
regional  center  directors  for  approval 


Regional  center  sends  final  report  to  local  dis- 
trict and  others  including  dept.  legal  office 


School  system  responds  in  writing  to  final 
report 


-  Regional  education  center  provides  follow-up 
assistance 


I..S 

R* 


J  In  the  case  of  longterm,  unresolved  compliance, 
legal  action  is  initiated 


I.S 


I.S 


Reg. 
Dir. 


A,S 


Id. 


A,S 


I.S 


Associate 

Commissioner 


I 


Legal 
Office 


The  Educational  Soecialist  III  is  responsible  for  tnese  tasks  in  the  sense  that  he/she 
oversees  thei r  performance  by  the  local  bilingual  program  director. 
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SOURCES  OF  INFORMATION 

The  various  sources  of  information  listed  to  the  right  of  each  criterion  fall 
into  two  major  categories:   I.  Advance  Data  Collection  II.  On-site  Data 
Collection 

I .   Advance  Data  Collection 

A.  Self-evaluation  Questionnaire/Survey 

1.  School  Committee  Member 

2.  Superintendent 

3.  Bilingual  Director 

4.  Title  VII  Director 

5.  Principal/Headmaster 

6.  Bilingual  Teacher 

7.  ESL  Teacher 

8.  Monolingual  Teacher 

9.  Bilingual  Guidance  Counselor 

10.  Monolingual  Guidance  Counselor 

1 1 .  Chapter  I  Teacher 

12.  E.E.O.  Coordinator 

13.  Voc/Occ  Education  Director 

14.  Special  Education  Director 

15.  Physical  Education  Director 

16.  Bilingual  Aide 

17.  Librarian 

18.  PAC  Coordinator 

19.  PAC  Member 

20.  PAC  Parent 

21.  Bilingual  Parent 

22.  Bilingual  Student 

23.  Transferred  Student 

B.  Student  Record  Review 

1.  Bilingual  Student  Checklist 

2.  Transferred  Student  Checklist 

C.  Data  Bank 

1.  Most  recent  TBE  plan  and  letter  of  intent,  including  Bilingual 
Program  Personnel  Data  Sheet,  listing  names,  positions,  and 
certification  status  of  all  bilingual  staff. 

2.  October  1  Report 

3.  Bilingual  Students'  Weekly  Schedule  describing  the  program  of 
instruction  provided  to  bilingual  students  at  various  grade  levels 

4.  Copies  of  enrollment  notices  in  both  English  and  native  language, 
to  parents  of  students  enrolled  in  TBE  programs,  as  well  as  other 
school  notices  and  pupil  progress  reports 
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5.  Copies  of  the  following: 

a.  Latest  annual  self-evaluation  report  of  the  bilingual  program 

b.  Latest  evaluation  report  of  the  New  England  Association  of 
Schools  and  Colleges,  (when  appropriate) 

c.  Any  other  state/federal  evaluation  reports  related  to  the 
bilingual  program 

6.  Written  statement  of  procedures  governing  the  identification, 
placement  and  transfer  of  bilingual  students 

7.  Copies  of  all  tests/instruments  including  copies  of  locally  made 
tests/instruments  used  to  assess  English  language  skills  for  the 
purposes  of  placement,  on-going  evaluation,  and  transfer  of  students 

8.  Copies  of  TBE/ESL  curriculum  guides 

9.  List  of  instructional  materials  used  in  TBE  programs 

10.  Description  of  all  in-service  training  programs  offered  during  the 
past  12  months 

11.  If  school  system  has  a  Title  VII  program,  copies  of  the  most  recent 
proposal  and  evaluation  report 

12.  A  list  of  all  PAC  members 

13.  Minutes  of  PAC  meetings  occurred  during  the  past  12  months 

14.  Charts  summarizing  questionnaire  responses  and  record  review 
evidence  (individual  raw  questionnaires  are  also  available) 

15.  End  of  year  report 

16.  Court  Ordered  Plar.s  and  related  documents,  when  applicable 

I .  On-site  Data  Collection 
A.   Interviews 

1.  School  Committee  Member 

2.  Superintendent 

3.  Bilingual  Director 

4.  Title  VII  Director 

5.  Principal/Headmaster 

6.  Bilingual  Teacher 

7.  ESL  Teacher 

8.  Monolingual  Teacher 

9.  Bilingual  Guidance  Counselor 

10.  Monolingual  Guidance  Counselor 

1 1 .  Chapter  I  Teacher 

12.  E.E.O.  Coordinator 

13-  Voc/Occ  Education  Director 

14.  Special  Education  Director 

15.  Physical  Education  Director 

16.  Bilingual  Aide 

17.  Librarian 

18.  PAC  Coordinator 

19.  PAC  Member 

20.  PAC  Parent 

21.  Bilingual  Parent 

22.  Bilingual  Student  7-12 

23.  Transferred  Student 

24.  Bilingual  Student  k-6 
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AUDIT  CRITERIA 


The  criteria  relative  to  each  of  the  four  areas  to  be  evaluated  are  listed 
in  the  following  pages.   If  a  criterion  represents  a  legal  mandate,  the  relevant 
law,  regulation,  or  court  decision  is  cited  in  parentheses.  To  the  left  of  each 
criterion  appears  a  code  which  is  used  to  identify  that  criterion  throughout  the 
audit's  instruments;  to  the  right,  the  various  sources  of  information  which 
pertain  to  the  criterion  are  indicated. 

The  code  found  in  the  left-hand  margin  contains  either  three  capital  letters 
or  three  lower  case  letters.  The  capital  letters  indicate  a  legal  mandate  and  the 
lower  case  letters  indicate  a  commendable/quality  criterion.  Specifically, 
ADM/adm,  IDP/idp,  DEL/del,  PAC/pac,  followed  by  a  number  and,  in  some  instances, 
this  number  is  followed  by  a  lower  case  letter.  The  following  represents  the 
descriptors  of  the  three  letter  codes: 

ADM/adm  =  Administration 

IDP/idp  =  Identification,  Placement,  and  Transfer 

DEL/del  =  Program  Delivery 

PAC/pac  =  Parental  Involvement 

The  number  indicates  the  order  of  the  criterion  within  each  area;  lower  case 
letters  after  the  number  are  used  if  the  criterion  contains  sub-parts.   For 
example,  ADM-10b  is  the  code  for  the  first  criterion  in  the  Administration 
component;  in  ADM-10b,  "bM  indicates  a  sub-part  of  criterion  ADM-10.  The  codes 
are  also  used  to  key  individual  items  to  the  relevant  criteria  on  all  of  the 
audit's  instruments — questionnaires,  record  review  checklists,  and  interview 
forms.   This  coding  is  designed  to  assist  team  members  in  analyzing  the  large 
volume  of  data  which  is  collected. 
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ADM  =  ADMINISTRATION 


CODE 


CRITERIA 


SOURCES  OF  INFORMATION 


ADM-1 


The  school  district  submits  letters  of 
intent  for  Transitional  Bilingual 
Education  programs  to  the  Bureau  of 
Transitional  Bilingual  Education  by 
December  1,  and  every  three  (3)  years 
thereafter  of  the  year  preceding  the 
implementation  of  the  program. 
(G.L.C.  71  A,  Reg.  §  50,  as  amended;  PAC 
Guidelines  §  6.2.1). 


Data  Bank 


ADM-2 


The  school  district  submits  plans  for 
Transitional  Bilingual  Education  programs 
to  the  Bureau  of  Transitional  Bilingual 
Education  by  March  31  and  every  three  (3) 
years  thereafter  of  the  year  preceding  the 
implementation  of  the  prograrr, . 
(G.L.C.  71  A,  Reg.  §  51,  as  amended;  PAC 
Guidelines  §  6.3) . 


Data  Bank 
Interview: 
.TITLE  VII  1 


ADM-3 


The  Transitional  Bilingual  Education 
program  plan  has  been  up-dated  with 
current  enrollment  data  and  with 
modifications,  if  any,  previously  approved 
by  the  Bureau  of  Transitional^  Bilingual 
Education . 
(G.L.C.  71-A,  Reg.  §  51,  as  amended). 


Data  Bank 
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ADM  =  ADMINISTRATION 


CODE 


CRITERIA 


SOURCES  OF  INFORMATION 


ADM-U 


All  persons  employed  by  the  school 
district  to  work  in  the  Transitional 
Bilingual  Education  program  possess  the 
appropriate  certification  (bilingual, 
etc.)  or  have  been  granted  a  waiver  by  the 
Board  of  Education. 
(G.L.C.  71A,  §6). 


Data  Bank 
Q/Survey  3 
Interview: 
.SCHCOM/MEMB 
.BILDIR  1 
.BILAIDE  1 
.SUPER  1 
.BILTEACH  1 
.PRINC/HEAD 


ADM-4a 


The  school  district  provides  the  following 

personnel : 


Data  Bank 


a.   Bilingual  teacher(s) 
(G.L.C.  71 A  §6) 


ADM-4b 


ESL  teacher(s) 
(G.L.C.  71A  §  6) 


ADM-4c 


Bilingual  teacher  aide(s) 

(G.L.C.  71  A,  Reg.  35;  G.L.C.  622,  Reg 

§  3.04) 


ADM-4d 


A  bilingual  program  project  director, 
supervisor,  or  teacher-in-charge  who 
supervises  the  program  when  there  are 
200  or  more  pupils  enrolled  in 
Transitional  Bilingual  Education. 
(G.L.C.  71A,  Reg.  §  32). 


ADM-4e 


Adequate  program  administration  is 

provided. 

(G.L.C.  71A,  Reg.  §  32). 


Interviews: 
.LIBRARIAN  1 
.SPED  1 
.CHAPTER  I  1 
.E.E.O.  1 
.BILAIDE  2 
.ESLTEACH  1 
.BICOUNSEL  1 


ADM  -2- 


ADM  =  ADMINISTRATION 


CODE 


CRITERIA 


SOURCES  OF  INFORMATION 


ADM-5 


The  school  district  employs  the  following 

bilingual  personnel  when  similar  personnel 

are  engaged  in  providing  such  services  to 

the  English-speaking  students. 

(G.L.C.  71  A,  Reg.  §  35;  G.L.C.  622,  Reg.  § 

3.04) 


Data  Bank 
Q/SURVEY  4 
Interview: 
.SUPER  2 


ADM-5a 


a.  Bilingual  special  education  personnel 
(G.L.C.  71B  §  3;  G.L.C. 766  Reg.  § 
2.03) 


ADM-5b 


Bilingual  vocational  education 
personnel 


Interview 
.VOC/ED  1 


ADM-6 


Unless  approved  by  the  Bureau,  the 
Transitional  Bilingual  Education  program 
is  located  in  'the  same  public  school 
facilities  as  those  provided  for  regular 
education  students. 
(G.L.C.  71A,  Reg.  §  21). 


Data  Bank 
Interview: 
.SCHCOM/MEMB  2 


ADM-7 


The  Transitional  Bilingual  Education 
program  is  designed  so  that  students 
remaining  in  the  program  for  three  years 
or  more  obtain  a  level  of  English  language 
skills  necessary  to  perform  ordinary 
classwork  in  English. 
(G.L.C.  71A  §  2,  Reg.  23). 


Data  Bank 
Interviews 
.E.E.O.  2 
.SUPER  3 
.TRANSTUD 


ADM-8 


Except  for  multi-grade  level  classes 
(classes  in  which  more  than  one  grade 
level  is/are  included),  the  maximum 
student-teacher  ratio  shall  be  18:1, 
except  that  the  student-teacher  ratio  may 
be  25:1,  where  a  native  speaking  teacher's 
aide  is  assigned  to  the  class. 
(G.L.C.  71  A,  Reg.  §  24,  as  amended) 


Data  Bank 
Interview: 
.BILAIDE  3 


ADM  -3- 


ADM  =  ADMINISTRATION 


CODE 


CRITERIA 


SOURCES  OF  INFORMATION 


ADM-9 


In  multi-grade  level  classes  (classes  in 
which  more  than  one  grade  level  is/are 
included),  the  ratio  shall  be  15:1  without 
an  aide  and  20:1  with  an  aide, 
respectively . 
(G.L.C.  71  A,  Reg.  §  24,  as  amended) 


Data  Bank 


ADM-10 


Pupil's  progress  reports  are 
(G.L.C.  71A,  Reg.  §  34) 


Data  Bank 
.Checklist 


BILSTUD  A 


ADM- 10a 


sent  to  parents  in  the  same  manner  and 
frequency  as  progress  reports  sent  to 
parents  of  other  children  enrolled  in 
the  school  district,  and 


Interviews: 
.PAC/PARENT  1 
.BIL/PARENT  1 
.SPED  2 
.CHAPTER  I  2 


ADM- 10b 


written  in  English  and  the  native 
language  of  the  student's  parents. 


Interviews : 
.PAC/PARENT  2 
.BIL/PARENT  2 
.SPED  3 
.CHAPTER  I  3 


ADM- 11 


Cumulative  records  on  each  bilingual 
student  are  available  to  appropriate 
representatives  of  the  Department  of 
Education  upon  request. 
(Student  Records  Regulations  §  7.4.3) 


Data  Bank 


ADM  -4- 


ADM  =  ADMINISTRATION 


CODE 


CRITERIA 


SOURCES  OF  INFORMATION 


ADM-12 


The  school  district  designates  a  committee 
which  includes  one  or  more  representatives 
each  from  the  school  administration, 
Transitional  Bilingual  Education  program, 
and  Parent  Advisory  Council,  who  shall  be 
responsible  for  conducting  an  annual 
review  of  the  district's  Transitional 
Bilingual  Education  programs  and  reporting 
its  conclusions  to  the  Bureau  of 
Transitional  Bilingual  Education  and  the 
school  committee. 
(G.L.C.  71A,  Reg.  §33) 


Data  Bank 
Interviews: 
.PAC/COOR  1 
.PAC/MEMB  1 
.BILDIR  2 
.TITLE  VII  2 
.SUPER  4 
.BILTEACH  2 


ADM- 13 


No  school  district  shall  decrease  the 
level  of  local  expenditure  devoted  to 
programs  in  Transitional  Bilingual 
Education  without  prior  approval  of  the 
Bureau  of  Transitional  Bilingual  Education 
(G.L.C.  71A,  Reg.  §16) 


Data  Bank 
Interviews : 

.TITLE  VII  3 
.SUPER  5 


ADM  -5- 


ADM  =  ADMINISTRATION 


CODE 


CRITERIA 


SOURCES  OF  INFORMATIOt 


adm-14 


The  school  system  has  a  clear  set  of 
policies  and  procedures  for  the 
implementation  of  the  Transitional 
Bilingual  Education  program. 


adm-15 


Staff  are  informed  of  policies  and 
procedures  for  the  implementation  of  the 
Transitional  Bilingual  program. 


adm-16 


The  school  district  provides  bilingual 
education  in-service  training  for 
appropriate  administrative  and  teaching 
staff. 


adm-17 


The  administration  informs  all  parents  of 
limited  English-proficient  students  of  all 
policies,  procedures,  information,  and 
announcements  in  both  English  and  the 
native  language. 


Data  Bank 

Q/Survey  5 

Interviews: 

.LIBRARIAN  2 

.SCHCOM/MEMB  3 

.E.E.O.  3 

.SUPER  6 

.MONOTEACH  1 

Data  Bank 

Q/Survey  6 

Interviews : 

.LIBRARIAN  3 

.MONOTEACH  2 

.VOC/ED  2 

Data  Bank 

.BILCOUNSE 

Interviews: 

.TITLE  VII 

.LIBRARIAN  H 

.BILAIDE  4 

.SPED  4 

.BILTEACH 

.CHAPTER  I  4 

.PHYS.ED  1 

.SCHCOM/MEMB  U 

.MONOTEr 

.E.E.O.  5 

.MONOCOUNS 

.BILDIR  3 

.ESLTEACH 

Data  Bank 

Interview: 

.PHYS.ED  2 

adm  -6- 


ADM  =  ADMINISTRATION 


CODE 


CRITERIA 


SOURCES  OF  INFORMATION 


adm-18 


The  school  district  provides  the  following 
personnel : 


adm-l8a 


Bilingual /Bi cultural  Guidance /Pupil 

adjustment  counselors  where  numbers 

are  great  enough  to  justify  hiring 

them. 

(G.L.C.  71A,  Reg.  3D 


Data  Bank 
Interview: 
.TRANSTUD  2 
.MONOCOUNSEL  2 
.BILSTUD  1 


adm-l8b 


Bilingual/Bicultural  Community 
Coordinator  to  serve  as  parent/school 
liaison  for  each  language  in  which  a 
bilingual  program  is  offered. 
(G.L.C.  71A,  Reg.  30) 


Interview: 
.PAC/C00R  2 


adm-19 


Students  in  the  bilingual  program  are 
assigned  to  classrooms  in  areas  which 
facilitate  the  integration  of  bilingual 
students  with  monolingual  students  of 
comparable  age  and  grade  level. 


Data  Bank 
Interviews : 
.SPED  5 
.CHAPTER  I  5 


.E.E.O.  5 
.SUPER  7 
.PHYS.ED  3 
.PR INC /HE AD 


adm-20 


Bilingual  classrooms  are  equal  in  all 
physical  respects  to  those  used  for  the 
monolingual  education  program. 


Data  Bank 
Interviews : 
.E.E.O.  6 
.PRINC/HEAD  3 


adm-21 


Cumulative  records  of  students  in  the 
bilingual  program  include  the  following: 

a.  Results  of  all  tests  and  evaluations, 

b.  Information  about  student's  previous 
school  experiences. 


Data  Bank 


adm  -7- 


ADM  =  ADMINISTRATION 


CODE 


CRITERIA 


SOURCES  OF  INFORMATION 


adm-22 


Cumulative  records  on  each  bilingual 
student  are: 


Checklist  BILSTUD  B 


a.  Maintained  at  a  central  location 

b.  Kept  up-to-date  with  pertinent 
information  as  required  by  law. 


adm-23 


The  school  district  provides  Transitional 
Bilingual  Education  summer  programs. 


Data  Bank 


adm-2il 


The  school  district  provides  Transitional 
Bilingual  Education  pre-school  programs. 


Data  Bank 


adm  -8- 


IDP  =  IDENTIFICATION,  PLACEMENT,  AND  TRANSFER 


CODE 


CRITERIA 


SOURCES  OF  INFORMAT I ON 


IDP-1 


All  students  identified  by  the  October  1 
school  census  report  whose  first  language 
is  not  English,  i.e.:  1)  those  born 
outside  the  United  States,  and  2)  those 
born  within  the  United  States  of  non- 
English  speaking  parents  who  are  incapable 
of  performing  ordinary  classwork  in 
English  are  evaluated  for  their  English- 
speaking  ability. 

(St.  1977,  G.L.C.  367;  G.L.C.  71A,  §  2; 
G.L.C.  71  A,  Reg.  §  8) 


Data  Bank 
Interviews: 
.SUPER  8 
.BILTEACH  4 
.ESLTEACH  3 
.BILCOUNSEL  3 
.BILSTUD/k-6  1 


IDP-2 


IDP-2a 


IDP-2b 


IDP-2c 


IDP-2d 


Identification  of  students  in  need  of 
bilingual  instruction  have  been 
implemented  district  wide  as  follows: 
(Low  Incidence  Policy  Guidelines 
I, B, 1,2, 3, 4  and  G.L.C.  71A,  §  8) 


The  student's  primary/home  language  is 
identified  with  a  Home  Language 
Survey . 


The  student  and/or  parent(s)  is 
interviewed  in  the  primary/home 
language  to  determine  grade  level  and 
academic  experiences. 


The  student's  transcripts  and  records 
are  reviewed  by  a  language  assessment 
committee. 


The  student's  English  language 
proficiency  including  understanding, 
speaking,  reading  and  writing  skills 
is  determined  by  a  bilingual  or  ESL 
instructor. 


Data  Bank 
Checklist  BIL  C 
Q/Survey  7 
Interviews: 
.E.E.O.  7 
.BILDIR  4 
.SUPER  9 

.BILSTUD/k-6 
.PHYS.ED  4 
.ESLTEACH  4 
.BILCOUNSEL  - 
.PRINC/HEAD  i 
.BILTEACH  5 

Interviews: 
.PAC/PARENT 
.BIL/PARENT 
.E.E.O.  8 

3 
3 

Interviews: 
.PAC/PARENT 
.BIL/PARENT 
.TRANSTUD  3 
.BILSTUD  2 

4 
4 

Interviews: 
.SPED  6 
.CHAPTER  I  6 

Interviews: 
.TRANSTUD  4 
.BILSTUD  3 

IDP  -1- 


IDP  =  IDENTIFICATION,  PLACEMENT,  AND  TRANSFER 


CODE 


CRITERIA 


SOURCES  OF  INFORMATION 


IDP-2e 


The  student's  native  language  is 
evaluated  by  a  qualified  person(s) 
fluent  in  that  language. 


Interviews: 
.TRANSTUD  5 
.BILSUTD  4 


IDP-3 


Placement  procedures  of  limited  English 
proficient  students  have  been  implemented 
district  wide  as  follows: 
(Low  Incidence  Policy  Guidelines  II,  B,  1, 
2  and  G.L.C.  71A,  §  8) 


Data  Bank 
Q/Survey  8 
Interviews : 
.SUPER  10 
.BILTEACH  6 
.BILCOUNSEL 
.PRINC/HEAD 
.VOC/ED  3 
.BILSTUD/k-6 


IDP-3a 


a.   The  limited  English  proficient  student 
is  placed  in: 


(i) 


an  appropriate  grade  or  level  of 
instruction  in  a  full-time 
Transitional  Bilingual  Education 
Program 


OR 


Interviews: 
.PAC/MEMB  2 
.BILDIR  5 
.TITLE  VII  5 
.SUPER  11 
.BILTEACH  7 
.ESLTEACH  5 
.PRINC/HEAD  6 
.BILSTUD/k-6  4 


(ii)  a  native-language  supported 
English  language  development 
program. 


NOTE:   If  the  student  is  part  of  a 

linguistic  group  which  has  fewer 
than  twenty  limited  English 
proficient  students,  he/she  may 
attend  a  bilingual  program  in  a 
nearby  system.   In  such  instance 
the  school  district,  where  the 
student  resides,  either 
collaborates  with  or  pays  for  the 
student's  tuition. 
(G.L.C.  71A,  §  H) 


IDP  -2- 


I DP  =  IDENTIFICATION,  PLACEMENT,  AND  TRANSFER 


CODE        CRITERIA  SOURCES  OF  INFORMATION 


IDP-3b       b.   Upon  the  placement  in  Transitional        Interviews: 

Bilingual  Education  program,  a  notice      .PAC/PARENT  5 
is  mailed  to  the  parents  in  the  .BIL/PARENT  5 

following  manner: 
(G.L.C.  71 A  §  3) 

(i)   not  later  than  ten  (10)  days 

after  the  student's  enrollment 

(ii)  containing  a  simple,  non- 
technical explanation  of  the 
TBE/ELD  program 

(iii)  written  in  the  primary/home 

language  as  well  as  in  English 

(iv)  stating  the  parents'  right  to 
visit  the  TBE/ELD  program 

(v)   stating  the  parents'  right  to 
withdraw  their  child 
(G.L.C.  71A,  §  45) 

(vi)  stating  the  parents'  right  to  a 
conference  to  discuss  the 
Transitional  Bilingual 
Education/English  Language 
Development  program 


IDP-4       Once  a  student  has  been  enrolled  in  the  Data  Bank 

bilingual  program,  he/she  is  tested  Checklist  BIL  D 

annually  in  the  following  English  skills.  Interviews: 

(G.L.C.  71  A,  §  2,  Paragraph  5)  .BILDIR  6 

.BILTEACH  8 

a.  Oral  Comprehension  .ESLTEACH  6 

b.  Speaking 

c.  Reading 

d.  Writing 


IDP  -3- 


CODE 


IDP  =  IDENTIFICATION,  PLACEMENT,  AND  TRANSFER 


CRITERIA 


SOURCES  OF  INFORMAT I ON 


IDP-5 


Students  remain  in  the  bilingual  program 
for  three  years  or  until  they  attain  a 
level  of  English  language  skills  necessary 
to  perform  ordinary  classwork  in  English, 
whichever  occurs  first. 
(G.L.C.  71A,  §2;  G.L.C.  71A,  Reg.  §  23) 


Data  Bank 
Interview: 
.BILCOUNSEL  6 


IDP-6 


If  it  is  determined  that  a  student  who  has 
spent  three  years  in  the  bilingual  program 
has  not  attained  the  appropriate  level  of 
English  language  proficiency,  the  student 
may  continue  in  the  bilingual  program  by 
joint  decision  of  the  school  committee  and 
parent/ guardian. 
(G.L.C.  71A,  §  2,  Paragraph  k) 


Data  Bank 
Interviews: 
.PAC/COOR  3 
.PAC/MEMB  3 


.BILCOUNSEL 
MONOTEACH  J 
MONOCOUNSEJ 
.ESLTEACH  7 


IDP-7 


Transfer  procedures  of  students  from  the 
bilingual  to  the  monolingual  program  have 
beer,  implemented  on  a  district  wide  basis 
as  follows: 
(G.L.C.)  71A,  Reg.  22) 


Data  Bank 
Interviews: 
.SCHCOM/MEMB  5 
.PRINC/HEAD  7 


IDP  -4- 


IDP  =  IDENTIFICATION,  PLACEMENT,  AND  TRANSFER 


CODE 


CRITERIA 


SOURCES  OF  INFORMATION 


IDP-7a 


There  should  not  be  student  transfers 
from  TBE  programs  into  mainstream 
prior  to  the  student's  third  (3rd) 
year,  unless: 


(i)   parents  approve  transfer  in 

writing:  1)  within  one  month  of 
original  enrollment;  2)  at  the 
closing/beginning  of  any 
semester 

(ii)  child  receives  a  score  on  the 
examination  of  oral 
comprehension  speaking,  reading 
and  writing  of  English  which  the 
department  believes  reflects  a 
level  of  English  language  skills 
appropriate  to  his/her  grade 
level 
(G.L.C.  71A,  §  2,  p  5) 

(iii)  with  permission  of  a  teacher  of 
TBE 
(G.L.C.  71A.  §  3,  Reg.  47) 


Checklist  TRANSTUD  A 
Interviews: 
.MONOTEACH  5 
.PAC/COOR  4  (See  7C) 
.PRINC/HEAD  8 
.SUPER  12 


IDP-7b 


Transfers  are  based  using,  inputs  from 
multi  criteria  measurements  including: 
(Low  Incidence  Policy  Guidelines  III, 
A,  B) 

(i)   student's  proficiency  in  the 

English  language  skills  of  oral 
comprehension,  speaking,  reading 
and  writing; 

(ii)  monolingual/bilingual  classroom 
performance; 

(iii)  performance  on  other 

standardized  measures,  i.e. 
Basic  Skills,  Metropolitan 
Tests,  Degrees  of  Reading  Power, 
Cloze  Tests,  etc. 


Checklist  TRANSTUD  B 
Interviews: 
.E.E.O.  9 
.BILDIR  7 
.TRANSTUD  6 
.BILTEACH  9 
.PHYS.ED  5 
.MONOTEACH  6 
.ESLTEACH  8 
.BILCOUNSEL  8 
.PRINC/HEAD  9 


IDP  -5- 


IDP  =  IDENTIFICATION,  PLACEMENT,  AND  TRANSFER 


CODE 


CRITERIA 


SOURCES  OF  INFORMAT I ON 


IDP-7c 


The  student's  transfer  must  take  into 
consideration : 

(Low  Incidence  Policy  Guidelines  III, 
D,E  and  G.L.C.  71A,  §  2) 

(i)   availability  of  appropriate 

native  language  and  ESL  support 
services  procedures  for  ongoing 
monitoring ; 

(ii)   immediate  and  periodic  follow-up 
(up  to  3  years)  until  academic 
and  social/psychological 
adjustment  has  been  attained. 


Checklist  TRANSTUD  C 
Interviews: 
.PAC/COOR  5 
.SPED  7 
.CHAPTER  I  7 
.TRANSTUD  7 
.BILTEACH  10 
.M0N0TEACH  7 
.M0N0C0UNSEL  U 
.BILSTUD  5 
.ESLTEACH  9 
.PRINC/HEAD  10 


IDP-7d 


Upon  the  student's  transfer,  parents 
must  be  notified  in  writing  and 
informed  of  their  legal  right  to 
challenge  the  transfer  of  their  child 
(Low  Incidence  Policv  Guidelines 
HI,  F) 


Checklist  TRANSTUD  D 
Interviews: 
.BILTEACH  11 
.ESLTEACH  10 


IDP-7e 


If  student  spent  less  than  3  years  in 
TBE/ELD  program,  parent/guardian 
approved  the  transfer  in  writing. 
(G.L.C.  71A,  §2) 


Checklist  TRANSTUD  ! 
Interview : 
PAC/COOR  4  (See  7a) 


IDP-7f 


If  student  remained  in  TBE/ELD  for 
more  than  3  years,  school  committee 
and  parent/guardian  approved  decision 
(G.L.C.  71A,  §  2) 


Checklist  TRANSTUD  F 


IDP  -6- 


IDP    =    IDENTIFICATION,    PLACEMENT,    AND   TRANSFER 


CODE 


CRITERIA 


SOURCES   OF    INFORMATION 


idp-8 
idp-8a 

idp-8b 

idp-8c 


There   is  a  written  set  of  procedures 
governing: 

a.  Identification  of  limited  English 
proficient  students 

b.  Placement  of  limited  English 
proficient   students   in  a  TBE/ELD 
program. 

c.  Transfer  of  students   from  the 
bilingual   to   the  monolingual   program 


Data  Bank 
Interviews 
.SUPER    13 
.VOC/ED  4 


idp  -7- 


DEL  =  PROGRAM  DELIVERY 


CODE 


CRITERIA 


SOURCES  OF  INFORMATION 


DEL-1 


If  20  or  more  limited  English  proficient 
students  of  one  linguistic  group  reside  in 
school  district,  a  Transitional  Bilingual 
Education  program  (TBE)  has  been 
established  for  that  language. 
(G.L.C.  71A,  §  2  Regs.  §  9) 


Data  Bank 
Interviews: 
.E.E.O.  10 
.SUPER  14 


DEL-2 


Students  of  different  linguistic 
backgrounds  are  not  enrolled  in  the  same 
Transitional  Bilir.g^al  Education  class 
without  prior  approval  of  the  Transitional 
Bilingual  Education  Bureau. 
(G.L.C.  71A  Regs.  §  10) 


Data  3a- 
Interview: 
.BILSTUD  6 


DEL-3 


The  Transitional  Bilingual  Education 
program  is  a  full-time  program  of 
instruction  as  defined  under  Chapter  7 1 A , 
§  2  as  follows: 


Data  Bank 
Q/Survey  9 
Interviews: 
.SCHOM/MEMB  6 
.E.E.O.  11 
.BILDIR  8 
.TITLE  VII  6 


BILSTUD/kj 

5::;::e  5 
t=a::s:l:  ; 
bilteach  ' 

■••;•.::: 
e:lstud  7 

E5L7EACH  1 


DEL-3a 


all  courses  required  by  law  and  by  the 
school  district,  taught  in  English  and 
the  native  language; 


Interviews: 
.TRANSTUD  9 
.PHYS.ED  6 
.BILSTUD  8 


DEL-3b 


reading  and  writing  in  the  native 
language ; 


Interview: 
M0N0TEACH  9 


DEL-3c 


aural  comprehension,  speaking,  reading 
and  writing  in  English; 


DEL  -"- 


DEL  =  PROGRAM  DELIVERY 


CRITERIA 


SOURCES  OF  INFORMATION 


courses  in  the  history  and  culture  of 

the  students'  ethnic/linguistic 
background;  and 


Interviews: 

.TRANSTUD  10 
.M0N0TEACH  10 
.BILSTUD  9 


courses  in  the  history  and  culture  of 
the  United  States 


Transitional  Bilingual  Education  students 
participate  fully  with  their  English- 
speaking  contemporaries  in  courses  or 
subjects  in  which  verbalization  is  not 
essential  to  an  understanding  of  the 
subject  matter  including,  but  not  limited 
to  art,  music  and  physical  education. 
(G.L.C.  71A,  §  5,  Reg.  21) 


Data  Bank 
Q/Survey  10 
Interviews: 
.PAC/PARENT  6 
.BIL/PARENT  6 
.PHYS.ED  7 
.PRINC/HEAD  11 
.BILSTUD/k-6  6 


Transitional  Bilingual  Education  students 
have  full  access  to  special  and  other 
educational  services  available  to  other 
children  of  the  school  system.  For 
example,  Chapter  I,  Vocational  Education, 
etc. 

(G.L.C.  71A,  §  2  and  5;  Regs.  20  and  35; 
G.L.C.  622,  Reg.  3.04) 


Data  Bank 
Interviews: 
.LIBRARIAN  5 
.SPED  8 
.CHAPTER  I  8 
.BILDIR  9 
.TITLE  VII  7 
.TRANSTUD  11 
.BILTEACH  13 
.BILSTUD  10 
.PRINC/HEAD  12 


In  order  to  ensure  that  Transitional 
Bilingual  Education  students  have  equal 
access  to  all  services  available  to  other 
students,  these  services  are  provided  in 
the  students'  first  language,  i.e.  Special 
Education . 

(G.L.C.  71A,  §  2  and  Reg.  20  and  Reg.  § 
35,  G.L.C.  71  A,  §  5,  G.L.C.  622,  Reg. 
3.04) 


Data  Bank 
Q/Survey  11 
Interviews: 
.PAC/PARENT  7 
.BIL/PARENT  7 
.E.E.0.  12 
.BILDIR  10 
.TITLE  VII  8 
.TRANSTUD  12 
.BILSTUD  11 
.V0C/ED  5 


DEL  -2- 


DEL  =  PROGRAM  DELIVERY 


CODE 


CRITERIA 


SOURCES  OF  INFORMATION! 


DEL-7 


The  age  span  of  students  in  a  bilingual 
class  does  not  exceed  four  (4)  years  frorr. 
the  youngest  to  the  oldest,  except  in  a 
bilingual  kindergarten  program,  where  the 
age  span  does  not  exceed  one  year. 
(G.L.C.  71A,  Reg.  26,  as  amended) 


Data  Bank 
Checklist  TRANS  G 
Interviews : 
.PHYS.ED  8 
.ESLTEACH  12 


DEL-8 


The  school  system  provides  Transitional 
Bilingual  Education  kindergarten  programs 
(G.L.C.  71A,  Reg.  #37) 


Data  Bank 


DEL-9 


Transitional  Bilingual  Education  students 

have  full  access  to  extracurricular 

activities. 

(G.L.C.  622,  §  3.04,  C.  71A,  Reg.  §  21.35) 


Data  Bank 
Interviews: 
.PAC/PARENT  8 
.BIL/PARENT  8 
.PAC/MEMB  4 
.SCHCOK/MEMB  ' 
.TRANSTUD  13 
.PHYS.  ED  9 
.BILSTUD  12 


DEL-10 


The  Transitional  Bilingual  Education 
program  is  designed  and  conducted  so  that 
students  can  attain  English  skills 
sufficient  to  perform  ordinary  classwork 
in  English,  within  three  (3)  years. 
(G.L.C.  71A,  Reg.  23) 


Data  Ba- 
Q/Survey  12 
Interviews: 
.SCHCOM/MEMB 
.BILAIDE  6 
.BILTEACH  14 
.ESLTEACH  13 


8 


DEL  -3- 


DEL  =  PROGRAM  DELIVERY 


CODE 


CRITERIA 


SOURCES  OF  INFORMATION 


del-12 


The  Transitional  Bilingual  Education 
program  includes  children  of  English 
speaking  ability. 
(G.L.C.  71  A,  Reg.  23). 


Data  Bank 


del-13 


The  Transitional  Bilingual  Education 
program  has  an  impact  upon: 

a.  drop-out  rates 

b.  percentage  of  high  school  graduates 

c.  percentage  of  college-bound  students 


Data  Bank 
Interviews: 

.BILDIR  11 
.BILCOUNSEL  9 


del-14 


The  materials  used  in  the  Transitional 
Bilingual  Education  and  English  as  a 
Second  Language  programs  are: 

a.  of  comparable  quality  and  diversity  to 
those  in  monolingual  classes 

m 

b.  relevant  for  the  target  population 

c.  appropriate  for  the  grade  level 
intended 


Interviews: 
.LIBRARIAN  6 
.PAC/PARENT  9 
.BIL/PARENT  9 
.SPED  9 
.CHAPTER  I  9 
.BILDIR  12 
.BILAIDE  7 
.TRANSTUD  7 
.BILTEACH  15 
.BILSTUD  13 
.ESLTEACH  14 


del-15 


The  Transitional  Bilingual  Education 
students  in  secondary  schools  are  informed 
about  the  Bilingual  Law,  Chapter  7 1 A . 


Interviews : 
.BILDIR  13 
.BILSTUD  14 


del  -4- 


PAC  =  PARENTAL  INVOLVEMENT 


CODE 


CRITERIA 


SOURCE  OF  INFORMAT 


PAC-1 


The  school  system  has  established  a  PAC. 
(G.L.C.  71A,  Reg.  §  38) 


Q/Survey  13 
PAC  Checklist 
Interviews : 
.PAC /PARENT  10 
.BIL/PARENT  10 


PAC-2 


The  PAC  membership  shall  be  comprised  of 
parents  of  children  enrolled  in  TBE 
programs . 
(G.L.C.  71  A,  Reg.  §  38) 


PAC  Checklist 


PAC-3 


The  PAC  shall  have  at  least  5  members 

including  one  or  more  members  from  each 

language  group  served  by  the  bilingual 

program. 

(G.L.C.  71A,  Reg.  §  38) 


PAC  Checklist 
Interviews: 
.PAC/C00R  6 
.BIL/PARENT  11 


PAC-iJ 


The  school  district  provides  the  PAC  with 
access  to  bilingual  program  records. 
(G.L.C.  71A,  Reg.  §  39) 


PAC  Checklist 
Interviews : 
.PAC/COOR  7 
.PAC/MEMB  5 


PAC-5 


The  PAC  meets 
(Reg.  #39) 


Q/Survey  14 
PAC  Checklist 
Interviews: 
.PAC/PARENT  11 
.PAC/COOR  8 
.BIL/PARENT  12 


PAC-5a 


Regularly  with  school  officials 


Interviews: 
.PAC/MEMB  6 
.VOC/ED  6 


PAC  -1- 


PAC  =  PARENTAL  INVOLVEMENT 


DDE 


CRITERIA 


SOURCE  OF  INFORMATION 


«;-5b 


b.   At  least  once  annually  with  the 
school  committee 


Interviews: 
.PAC/MEMB  7 
.SCHCOM/MEMB  9 


^C-6 


The  PAC  participates  in  the  planning, 

development  and  evaluation  of  the  TBE 

program. 

(G.L.C.  71A,  Reg.  §  39) 


PAC  Checklist 
Interviews: 
.PAC/COOR  9 
.PAC/MEMB  8 
.BILDIR  114 
.PRINC/HEAD  13 


\C-7 


Prior  to  filing  to  the  state,  the  PAC 
receives  the  school  district's  letter  of 
inter.:  and  plan.  • 

(G.L.C.  71  A,  Reg.  §  41  and  PAC  Guidelines 
§  6) 


PAC  Checklist 
Interviews: 
.PAC/COOR  10 
.PAC/MEMB  9 


PAC  -2- 


PAC  =  PARENTAL  INVOLVEMENT 


CODE 


CRITERIA 


SOURCE  OF  INFORMATION! 


pac-8 


pac-8a 


The  school  district  supports  the  PAC  in 
the  following  ways: 


a.   It  provides  the  PAC  with  an  operating 
budget . 
(PAC  Guidelines  §  5.2.2) 


Interviews: 
.E.E.O.  13 
.BILDIR  15 
.TITLE  VII  9 

Interviews : 
.PAC/COOR  11 
.PAC/MEMB  10 
.SUPER  15 


pac-8b 


b.   It  provides  training  programs  for  PAC 
members  and  parents. 
(PAC  Guidelines  §  5.3.2) 


Interviews : 
.PAC /COOP  12 
.PAC/MEMB  11 
.TITLE  VII  10 


pac-8c 


c.   It  helps  to  recruit  parents  to  serve 
on  the  PAC. 
(PAC  Guidelines  §  7.2.9  &  7.2.1.1) 


Interviews: 
.PAC/COOR  13 
.PAC/MEMB  12 


pac-8d 


d.   It  ensures  that  the  PAC  meets 
frequently . 


pac-9 


PAC  membership  other  than  parents 
includes : 


PAC  Checklist 


pac-9a 


Non-parent  members,  such  as  community 
representatives  and  advocates, 
constituting  at  most  one  third  of  the 
total  PAC  membership. 
(PAC  Guidelines,  §  2.3) 


Interview: 
.PHYS.ED  10 


pac-9b 


Secondary  students  enrolled  in 
bilingual  program. 
(PAC  Guidelines,  §  2.2) 


the 


Interview: 
BILSTUD  15 


pac  -3- 


PAC  =  PARENTAL  INVOLVEMENT 


ODE 


CRITERIA 


SOURCE  OF  INFORMATION 


ac-10 


PAC  meetings  are  held  to  assist  in 
developing  the  program  plan  required  every 
3  years  by  the  Bureau  of  TBE. 
(PAC  Guidelines  §  6.3) 


Interviews: 
.PAC/COOR  14 
.PAC/MEMB  13 


ac-11 


The  PAC  is  responsible  for: 


PAC  Checklist 


ac-1 1a 


making  recommendations  in  the 
interviewing  process  for  the  hiring 
of  bilingual  program  personnel. 
(PAC  Guidelines  §  6.4.8) 


ac-11b 


making  recommendations  regarding 
budgetary  decisions  for  the  bilingual 
program. 


Interviews : 
.SCHCOM/MEMB 
.SUPER  16 


10 


ac-1 1c 


informing  parents  of  current  PAC  and 
bilingual  program  activities. 
(PAC  Guidelines  §  6.4.6) 


ac-11d 


Being  involved  in  the  school  system's 
commit tees /deliberations /decision- 
making regarding  issues  that  affect 
their  children  and/or  the  students  of 
the  LEA  as  a  whole. 


Interviews: 
.BILAIDE  8 
.TRANSTUD  15 
.BILTEACH  16 
.PHYS.ED  11 
.M0N0C0UNSEL 
.ESLTEACH  15 


pac  -4- 


TEAM  MEMBER'S  ROLE 

As  an  audit  team  member,  you  have  two  general  responsibilities:  data  collection  and 
report  preparation.   You  will  serve  as  a  member  and/or  chairperson  of  a  sub- 
committee. 

Responsibilities  prior  to  the  on-site  visit  are: 

-  To  review  all  advance  materials 

-  To  attend  the  team  training  session 

General  on-site  responsibilities  are: 

-  To  visit  schools  as  scheduled 

-  To  collect  information  on  all  subject  areas  through  interview  and 
observation,  using  prepared  guides  with  any  additional  questions  as 
required 

-  To  carefully  record  information  gathered  through  interview  and  observation 

-  To  attend  all  sessions  during  the  on-site  visit,  which  usually  run  from 
8:00  a.m.  to  8:00  p.m. 

Sub-committee  member's  responsibilities  are: 

-  To  assist  in  the  development  of  the  sub-committee  report 

-  To  ensure  that  all  commendations,  problem  areas,  and  non-compliance  issues 
are  well  documented 

-  To  request  other  team  members  to  follow-up  on  specific  issues  in  their 
interviews  and  observations,  as  "necessary 

Sub-committee  chairperson's  responsibilities  are: 

-  To  organize  the  information,  ensure  proper  documentation,  and  draft  the 
report 

-  To  deliver  the  report  to  the  audit  team 

Responsibilities  to  the  audit  team  are: 

-  To  share  all  information  collected  with  appropriate  sub-committees 

-  To  participate  in  discussions  on  all  subject  areas 

-  To  follow-up  on  specific  issues  as  requested  by  other  team  members 

-  To  take  an  active  part  in  determining  the  content  of  the  preliminary 
report 
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PROTOCOL  DURING  THE  ON-SITE  VISIT 


During  each  day  spent  on-site,  you  will  visit  several  school  buildings  and  interview 
approximately  eight  to  ten  people.   In  order  to  facilitate  this  process,  the 
following  general  protocol  should  be  observed: 

-  Be  prompt.  Your  schedule  will  be  tight,  but  it  is  important  to  follow  it 
closely.  School  personnel  will  be  expecting  you,  so  try  not  to  keep  them 
waiting. 

-  Always  wear  your  name  tag  when  inside  a  school. 

-  Always  check  in  with  the  school  principal.   Introduce  yourself  as  a  member 
of  the  bilingual  audit  team  and  state  which  classes  you  wish  to  observe 
and  whom  you  are  to  interview. 

Interview  at  the  least  disruptive  time.   Try  not  to  interrupt  classes. 
For  example,  use  lunch  time  and  break  time.   If  you  must  interview  a 
teacher  while  a  class  is  in  session,  be  as  brief  as  possible. 

-  When  leaving  a  school,  check  out  of  the  building  with  a  thank  you  to  the 
principal  or  to  whomever  is  on  duty  at  the  office. 

-  Try  not  to  give  advice  or  make  judgements  or  comparisons  while 
interviewing.   Your  major  concerns  are  to  ask  questions  and  collect 
data.   (See  the  following  pages  for  more  specific  suggestions  on 
interviewing. ) 
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INTERVIEWING 


Interview  forms  have  been  prepared  to  ensure  that  the  necessary  data  relative  to  the 
audit  criteria  is  collected.   In  the  interest  of  time  and  efficiency,  it  is 
important  that  you  follow  these  interview  forms.  The  interview  forms  differ 
depending  on  the  respondent's  position  in  the  school  system.  You  may  need  to  ask  a 
few  additional  questions  to  follow  up  on  issues  raised  by  the  data  collected  before 
the  on-site  visit,  but  do  not  let  the  interview  last  too  long.  Most  interviews 
should  take  approximately  15-20  minutes.  Many  people  have  a  tendency  to  ask  every 
question  they  can  think  of  to  every  person  they  interview.  This  is  unnecessary. 
The  audit  system  is  designed  with  multiple  interviews  and  sources  of  information,  so 
that  it  is  not  so  much  what  any  one  person  provides  that  is  critical,  but  rather  the 
picture  that  emerges  after  interviewing  a  number  of  people. 

Since  you  will  be  interviewing  many  people,  please  remember  to  take  notes.   The 
failure  to  take  notes  during  an  interview  inevitably  leads  to  either  loss  or 
inaccurate  information.  The  prepared  interview  forms  have  sufficient  blank  space 
underneath  each  question  to  note  the  response  right  on  the  form. 

It  is  important  to  make  your  notes  as  legible  and  complete  as  possible,  since  other 
team  members  will  review  them.  The  interview  forms  are  designed  so  that  each 
page(s)  contains  questions  which  pertain  to  only  one  sub-committee  area,  although 
the  entire  interview  may  touch  on  several  areas.  Thus  team  members  can  easily  share 
all  information  collected  by  simply  distributing  the  interview  pages  among  the 
appropriate  sub-committees.   (For  example,  interview  pages  which  deal  with 
Administration  go  to  the  Administration  sub-committee,  etc.)  At  the  end  of  each 
day's  interviewing,  you  are  given  time  to  "clean-up"  your  notes;  that  is,  to  make 
them  legible  and  complete  and  to  write  your  name,  the  respondent's  name,  and  his/her 
location  on  each  page  before  giving  it  to  the  appropriate  sub-committee. 

The  quality  of  information  you  collect  is  also  important.  Seek  facts,  backed  up  by 
hard  evidence,  rather  than  vague,  unsubstantiated  opinions.  Whenever  possible, 
request  documentation,  such  as  written  curriculum  guides,  notices,  handbooks, 
schedules,  memoranda,  etc.   Documentation  is  particularly  necessary  in  the  case  of 
any  suspected  noncompliance  issue. 

While  interviewing,  think  of  yourself  as  something  of  a  computer  whose  only  purpose 
is  to  obtain  and  ascertain  facts.   Ignore  invitations  to  argue,  discuss  educational 
philosophy,  compare  school  systems,  make  judgements,  or  disclose  preliminary 
findings.  Some  specific  techniques  of  interviewing  follow. 
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INTERVIEW  TECHNIQUES 


RECOMMENDED 


I.  Beginning  the  Interview 


OBJECTIONABLE 


a.  Have  the  proper  form  and  a  writing 
instrument  ready. 


Do  not  permit  other  individuals 
whose  presence  may  affect  the 
respondent's  candor  to  observe  the 
interview. 


b.  Have  your  name  tag  visible. 

c.  Introduce  yourself  and  state  the 
purpose  and  length  of  the 
interview. 


d.   Assure  the  respondent  that  his/her 
replies  will  be  kept  confidential. 

II  Phrasing  Questions 

a.  Limit  questions  to  a  single  idea. 


b.  Keep  questions  brief. 


e. 


Word  questions  very 
specifically.   For  example,  say, 
"in-service  workshops  offered  this 
year"  rather  than  "in-service 
workshops." 

Specify  either  all  the 
alternatives  which  the  respondent 
should  have  in  mind  when  answering 
or  none  of  them. 

Use  non-threatening  phrases  and 
words.  For  example,  say,  "Have 
you  had  a  chance  to...?"  rather 
than  "Have  you. . .?" 


Do  not  use  leading  questions, 
i.e.,  do  not  state  the 
respondent's  conclusion  for 
him/her,  use  emotionally  loaded 
words,  or  associate  one  of  the 
alternatives  with  an  extremely 
desirable  goal. 

Do  not  use  ambiguous  or  vague 
words.  For  example,  "fair"  may 
mean  "equitable"  or  "not  very 
good . " 

Do  not  make  unrealistic 
assumptions  about  the  experience 
of  the  respondent  or  about  the 
amount  of  information  that  he/she 
possesses. 

Do  not  question  the  validity  of 
the  responses  given  during  an 
interview. 
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INTERVIEW  TECHNIQUES 


RECOMMENDED  OBJECTIONABLE 


III.  Dealing  with  Sensitive  Topics 

a.  Indicate  that  opinions  conflict  on 
the  subject.  For  example,  say, 
"Some  people  think  the 
administration  is  supportive  of 
the  bilingual  program  and  others 
do  not.  What  has  been  your 
experience?" 

b.  Allow  the  respondent  to  voice 
praise  before  criticism.   For 
example,  "What  do  you  like  best 
about...?"  should  precede  "What  do 
you  like  least  about...?" 

IV.  Probing  for  Additional  Information 

a.  Briefly  assert  understanding  and 
interest.   For  example,  say,  "I 
see,"  "um-hm,"  etc. 

b.  Pause. 

c.  Use  neutral,  open-ended  questions 

such  as  "Could  you  tell  me  more      a.  Do  not  interrupt  directly  or 
about  it?"  or  "Why  do  you  feel  abruptly, 

that  way?" 

V.  Coping  with  Digression 

a.  Lead  the  respondent  back  to 
relevant  material  with  questions 
that  relate  what  the  respondent 
has  said  to  the  topic  in  which  you 
are  interested. 

b.  Shorten  long,  personal  anecdotes 
by  anticipating  their  endings. 
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INTERVIEW  TECHNIQUES 


RECOMMENDED 


OBJECTIONABLE 


VI.  Recording  Interview  Data 

a.  Be  sure  to  record  the  basic 
identifying  information  such  as 
name,  position,  and  school  of 
respondent. 

b.  If  notetaking  appears  to  make  the 
respondent  uncomfortable,  say,  "I 
hope  you  won't  mind  my  taking  some 
notes.   I  talk  to  many  people 
during  the  day,  and  I  take  notes 
so  I  can  refresh  my  memory  later." 


Do  not  move  ahead  to  the  next 
question  without  understanding  and 
recording  the  last  response. 


c.   Know  the  purpose  of  each  question 
so  that  you  can  easily  identify 
and  record  the  significant  aspects 
of  each  response. 

VII.  Interviewer's  Demeanor 


a.  Make  it  clear  that  you  take  the 
interview  seriously. 


Do  not  be  wooden  or  artificially 
formal. 


Show  interest  in  what  the 
respondent  is  saying. 


Do  not  show  your  own  attitude  on 
the  subject  matter  or  indicate 
approval  or  disapproval. 


Maintain  a  manner  of  friendly 
acceptance. 
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INTERVIEW  TECHNIQUES 


RECOMMENDED 


OBJECTIONABLE 


VIII.  Ending  the  Interview 

a.  Thank  the  respondent  for  his/her 
time  and  cooperation. 

b.  Explain  that  the  audit  report  will 
be  available  in  about  a  month  from 
the  bilingual  program  director  or 
the  regional  education  center. 

c.  Check  out  at  the  office  with  a 
thank  you. 
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REPORT  WRITING 


In  addition  to  their  sub-committee  assignments,  team  members  have  a  responsibility 
to  collect  and  share  information  on  all  subject  areas  with  the  appropriate  sub- 
committees and  with  the  entire  audit  team.  Time  is  set  aside  at  the  end  of  each 
day's  visits  for  team  members  to  complete  their  interview  notes  and  distribute  the 
pages  among  the  sub-committees. 

When  the  sub-committee  members  meet,  they  review  the  information  collected  for  each 
criterion  through  interview  and  observation  and  relate  it  to  the  data  gleaned 
through  the  questionnaires,  the  record  review,  and  the  data  bank.  They  develop  a 
draft  report  listing  commendations,  problem  areas,  and  noncompliance  issues  for  that 
subject  area.  The  sub-committee  reports  are  then  delivered  to  the  entire  team  which 
discusses  each  draft  and  determines  what  should  or  should  not  be  included  in  the 
preliminary  report. 

The  audit  coding  system  is  designed  to  help  sub-committee  members  analyze  the 
information  collected  and  write  the  draft  report.  The  codes  used  for  the  criteria 
are  explained  on  p. 12.   In  addition,  the  interview  forms  are  page  coded  according  to 
person's  position,  as  follows: 

SUPER  -  Superintendent 

PRINC/HEAD  -  Principal/Headmaster 

MONOTEACH  -  Monolingual  Teacher 

MONOCOUNSEL  -  Monolingual  Guidance  Counselor 

BILCOUNSEL  -  Bilingual  Guidance  Counselor 

LIBRARIAN  -  School  Librarian 

BILAIDE  -  Bilingual  Aide 

BILPARENT  -  Bilingual  Parent 

PAC/MEMB  -  PAC  Member 

PHYS.ED  -  Physical  Education  Teacher 

TITLE  VII  -  Title  VII  Program  Director 

PAC/COOR  -  PAC  Coordinator 

BILSTUD/k-6  -  Bilingual  Student  Grades  k-6 

BILSTUD/7-12  -  Secondary  Bilingual  Student 

TRANSTUD  -  Transferred  Student 

PAC/PARENT  -  PAC  Parent 

ESLTEACH  -  English  as  a  Second  Language  Teacher 

VOC/ED  -  Vocational  Education  Director 

SPED  -  Special  Education  Director 

E.E.O.  -  Equal  Education  Opportunity  Coordinator 

CHAPTER/I  -  Chapter  I  Teacher 

BILDIR  -  Bilingual  Program  Director 

BILTEACH  -  Bilingual  Teacher 

SCHOM/MEMB  -  School  Committee  Member 
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In  organizing  the  information  and  in  formulating  commendations,  problem  areas,  and 
noncompliance  issues,  sub-committee  members  should  proceed  criterion  by  criterion. 
For  example,  the  Identification,  Placement,  and  Transfer  sub-committee  should  begin 
with  the  first  criterion  in  that  section  (IDP-1).  Turning  to  p. 21  of  this  manual, 
they  find  the  sources  of  information  which  relate  to  criterion  IDP-1.  They  review 
the  summarized  questionnaire  responses  and  the  data  bank  items  which  are  relevant  to 
the  criterion.  They  then  review  all  the  interview  responses,  audience  by  audience, 
which  are  listed  as  pertinent.  Once  sub-committee  members  have  reached  consensus  on 
the  status  of  the  bilingual  program  vis  a  vis  the  criterion  in  question,  they 
generate  a  report  item  by  simply  restating  the  criterion  as  a  commendation,  a 
problem  area,  or  a  noncompliance  issue.  Specific  guidelines  as  to  what  constitutes 
a  commendation,  a  problem  area,  and  a  noncompliance  issue  are  given  on  the  following 
page. 
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SHOULD 


SHOULD  NOT 


COMMENDATIONS 


Cite  accomplishments  over  and 
above  mere  compliance  with 
regulations 

Cite  significant  improvements 
over  previous  audits  or  identi- 
fied problems  in  specific  areas 

Cite  specific  exemplary  programs 
within  the  school  system  which 
might  serve  as  a  model  for  others 


Cite  individuals  by 
name,  only 
by  title 

Name  published  materials 


PROBLEM  AREAS 


Be  well  documented 

Be  based  on  several  sources 

Be  assigned  to  the  appropriate 
area 

Be  specific  as  to  location  and 
degree 

Recognize  the  district's  efforts 
in  the  area  prior  to  naming  the 
deficiencies 


Cite  single  incidents 
Reflect  personal  prejudices 
Repeat  a  noncompliance  issue 
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SHOULD 


SHOULD  NOT 


RECOMMENDATIONS  FOR  PROBLEM  AREAS 


Be  realistic  in  terms  of  time 
lines  and  local  capabilities 

Allow  the  school  system  flexi- 
ability  in  solving  the  problem 
by  suggesting  a  variety  of 
options 


Simply  repeat  the 
statement  of  problem 

Reflect  personal 
prejudices 

Give  a  specific 

resolution  of 

a  problem,  except  as  an 

example 

Directly  recommend  hiring  of 

additional  staff  unless 

there 

are  no  other  options 


NONCOMPLIANCE  ISSUES 


Be  a  violation  of  a  specific 


regulation 


Reflect  unsubstantiated 
statements  of  single 
individuals 


Have  well  documented  evidence 


Be  specific  as  to  location  and  degree 
e.g.  number  of  students  in  a  class 
where  age  span  or  ration  is  violated 

Recognize  the  district's  efforts 
in  the  area  prior  to  naming  the 
deficiencies 


Include  issues  of  non- 
compliance in  areas  which 
are  the  responsibility  of 
another  Division 
of  the  Department  of 
Education,  e.g.,  Special 
tional  Education,  or 
Occupational  Education  etc 
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RECOMMENDATIONS  FOR  NONCOMPLIANCE  ISSUES 

Set  firm  but  realistic  time  lines 

Place  responsibility  on  appropriate  staff  or  school  committee;  i.e.,  procedural 
issues  —  bilingual  director  and/or  superintendent,  issues  involving  financial 
obligations  —  school  committee 

When  the  issue  is  one  which  is  not  easily  or  quickly  corrected,  ask  for  a  study 
of  the  problem  and  the  development  of  a  plan  to  correct  it  to  be  submitted  to  the 
regional  education  center 

Use  the  word  "must"  or  "shall"  rather  than  should 


Any  noncompliance  issues  which  come  under  the  jurisdiction  of  other  divisions  of 
the  Department  of  Education  will  be  referred  to  the  appropriate  division  in  a 
letter  from  the  Director  of  the  Bureau  of  Transitional  Bilingual  Education. 
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APPENDIXES 


CONTENTS 

Appendix  A.  Record  Review:  Bilingual  Student  Checklist A-2 

Appendix  B.  Record  Review:  Transferred  Student  Checklist B-1 

Appendix  C.  Questionnaire. 'Survey C-  1 

Appendix  D.  INTERVIEW:  BILTEACH  -  Bilingual  Teacher D-1 

Appendix  E.  INTERVIEW:  PRINC/HEAD  -  Principal  Headmaster E-1 

Appendix  F.  Travel  Exper.se  Voucher F- 1 
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APPENDIX  C 


BILINGUAL  PROGRAM  AUDIT  -  QUESTIONNAIRE/SURVEY 


Date: 


School  District: 


Building 


Please  check  the  position  which  best  describes  your  situation 


/ 

/ 

Superintendent 

/ 

/ 

/ 

/ 

Bilingual  Director 

/ 

/ 

/ 

/ 

Principal /Headmaster 

/ 

/ 

/ 

/ 

Chapter  I  Teacher 

/ 

/ 

/ 

/ 

PAC  Parent 

/ 

/ 

/ 

/ 

Bilingual  Guidance 
Counselor 

/ 

/ 

/ 

/ 

Monolingual  Guidance 

/ 

/ 

Counselor 

/ 

/ 

School  Committee  Member 
Bilingual  Teacher 
Bilingual  Aide 
ESL  Teacher 

Bilingual  Student/7-12 
Voc/Ed.  Education, 

Position 

E.E.O.  Coordinator 
Bilingual  Parent 


/ 

/ 

Title  VII  Director 

/ 

/ 

Transferred  Student 

/ 

/ 

PAC  Member 

/ 

/ 

PAC  Coordinator 

/ 

/ 

Librarian 

/ 

/ 

Monolingual  Teacher 

/ 

/ 

Special  Education, 
Position 

/  /  Physical  Ed. Teacher 


The  Bureau  of  Transitional  Bilingual  Education  of  the  Massachusetts  Department  of 
Education  periodically  audits  bilingual  programs  in  Massachusetts  according  to 
Chapter  71A. 

This  questionnaire/survey  is  part  of  the  first  stage  of  the  audit  process.   Its  main 
purpose  is  to  collect  preliminary  data  on  the  characteristics,  objectives  and 
methodologies  of  both,  the  Transitional  Bilingual  Education  (TBE)  program,  and  the 
native-language  supported  English  language  development  program. 

In  a  few  weeks,  an  audit  team  consisting  of  Department  of  Education  personnel, 
administrators,  teachers,  guidance  counselors,  parents  and  PAC  members  from  other 
school  districts  will  be  visiting  your  school  district  to  speak  with  people  associated 
with  or  served  by  the  program  to  gain  more  in-depth  information  on  the  topics 
addressed  in  the  questionnaire/survey. 


INSTRUCTIONS 

We  ask  that  you  be  candid  when  completing  this  questionnaire/survey.  Your  answers 
will  be  confidential.  For  each  question/statement  we  provide  five  (5)  possible 
choices.  You  are  to  check  the  most  appropriate  choice(s),  depending  on  your 
particular  situation.  Use  the  comments  section  to  qualify  your  responses,  or  to 
specify  alternative  choices  which  more  clearly  describe  your  situation. 

*NOTE :   Please  complete  the  questionnaire,  place  it  in  the  envelope  provided,  seal 

the  envelope,  sign  your  name  on  the  outside  of  the  envelope,  and  return  it  to 
your  director  of  bilingual  education.  Thank  you. 


Q/Survey  -1 


LUUt, 


yUtSTlONNAl RE/SURVEY 


The  enrollment  in  my  school  district  Transitional 
Bilingual  Education  Program  (TBE)  is: 


B 


D 


over  1,000  students 
201-999  students 


51-200  students 


20-50  students 


less  than  20 


Comments : 


2.   I  think  that  my  school  district  offers  a  TBE 
program  for  the  following  linguistic  group(s) 


one 


B 


B 


two 


three 


four  or  more 


don't  know 


Please  identify  language  groups 


Comments : 


Q/Survey  -2 


TulT^ <JJc.ii  iJNNklKEySUHlL! 


ADM-4         3-   I  find  the  Transitional  Bilingual  Education 

program  in  most  need  in  the  following  areas: 

A:  shortage  of  certified  bilingual  staff 


B:  shortage  of  books,  equipment  and 
supplies 

C:   curriculum  deficiencies 

D:  staff  motivation 


E:  administration's  support 

Comments : 


ADM-5         4.   The  school  district  provides  the  following 

personnel : 

A:  Bilingual  Special  Education  personnel 


B:   Bilingual  Vocational  education 
personnel 

C:  Bilingual  Guidance/Pupil  adjustment 
counselors 


D:  Bilingual  Community  Coordinators 

E:  Bilingual  PAC  Coordinators 


Comments : 


Q/Survey  -3 


CODE 


QUESTIONNAIRE/SURVEY 


adm-14 


5.   The  school  district: 


A:   provides  a  full-time  TBE  program 


B:   provides  an  English  program  with  native 
language  support 

C:   implements  procedures  to  identify 

students  of  limited  English  proficiency 

D:   implements  procedures  to  place  limited 
English  proficient  students  in 
appropriate  classroom  settings 

E:   implements  procedures  to  transfer 
students  from  the  bilingual  to  the 
monolingual  program 


Comments 


adm-15 


I  receive  information  about  the  Transitional 
Bilingual  Education  program  via: 


3 


D 


the  school  district 


the  local  school(s) 

teachers,  aides,  students 

parents  and  members  of  the  community 

other,  explain  


Comments 


Q/Survey  -4 


CODE 


QUESTIONNAIRE/SURVEY 


IDP-2 


It  is  my  understanding  that  the  school  district: 


A:   identifies  the  primary/home  language  of 
the  bilingual  student/parent 

B:  notifies  the  parent/guardian  in  the 
primary/home  language  when  the  student 
is  placed  in  the  TBE/ELD  program 

C:   informs  the  parent/guardian  in  the 

primary/home  language  when  the  student 
is  transferred  from  the  bilingual  to 
the  monolingual  program 

D:  receives  parent  approval  in  writing  of 
student  transfer  from  the  bilingual  to 
the  monolingual  program 

E:   informs  the  parent/guardian  of  their 
legal  right  to  challenge 
transfer /placement 


Comr.ents 


IDP-3 


8.  The  Limited  English  Proficient  students  in  your 
school  district  with  fewer  than  twenty  in  their 
linguistic  group  receive  support  services  as 
follows: 


A:  native  language  instruction  daily 


B:  native  language  counseling  or  guidance 
periodically 


C:  English  language  instruction  daily 

D:  participate  fully  with  their  English 
speaking  peers  in  elective  courses 
(Art,  Music,  Physical  Education,  etc.) 


E:  participate  in  multicultural  activities 


Comments: 


Q/Survey  -5 


Tudl Ubfclii'i'lUNrdAllW/iWiMY 


DEL-3         9.  The  student's  program  of  instruction  in  a 

Transitional  Bilingual  Education  classroom 
includes  the  following: 


A:  all  courses  required  by  law  and  by  the 
school  district,  taught  in  English  and 
the  native  language; 

B:  reading  and  writing  in  the  native 
language; 

C:  aural  comprehension,  speaking,  reading 
and  writing  in  English; 

D:   courses  in  the  history  and  culture  of 
the  students'  ethnic/linguistic 
background ; 

E:   courses  in  U.S.  history  and  culture. 


Comments 


DEL-4         10.  Transitional  Bilingual  Education  students: 

A:  participate  fully  with  their  English- 
speaking  peers  in  elective  courses 
(Art,  Music,  Physical  Education,  etc.); 

B:  have  full  access  to  special  and  other 

educational  services  available  to  other 
children  of  the  school  system  (Chapter 
I,  Special  Education,  Vocational 
Education,  etc.); 

C:  have  full  access  to  extracurricular 

activities; 

D:  are  enrolled  in  classrooms  equal  in  all 

physical  respects  to  those  used  in  the 
monolingual  education  program; 

E:  are  assigned  to  classrooms  in  areas 

which  facilitate  the  integration  of 
bilingual  students  with  monolingual 
students  of  comparable  age  and  grade 
level. 


Comments 


Q/Survey  -6 


TUDF 


Q0E5TTURNKTKE75UKVE1 


DEL-6 


11.  The  school  offers  to  eligible  Transitional 
Bilingual  Education  students  the  following 
services 


D 


Chapter  I  assistance  in  Reading  &  Math 


Vocational  Education 


Special  Education 
Counseling  services 


Other: 


Please  indicate  which  of  the  above  services  are 
provided  in  the  student's  native  language. 


Comments 


DEL- 10 


12.  The  Transitional  Bilingual  Education  program  is 
designed  so  that  dual  language  instruction  is 
provided  as  follows: 


instruction  is  given  primarily  in  the 
native  language 


B:  the  amount  of  instruction  given  in 

English  increases  proportionally  to  the 
student's  ability  in  English 

C:  the  amount  of  instruction  given  in 

English  increases  proportionally  to  the 
student's  ability  in  the  native 
language  skill  areas 

D:  the  students'  native  language  and 
English  are  used  simultaneously 

E:  instruction  is  always  in  English;  the 
students'native  language  is  used  only 
if  needed 


Comments: 


Q/Survey  -7 


CODE  QUESTIONNAIRE/SURVEY 


PAC-1  13.  The  school  district's  Transitional  Bilingual 

Education  program  has 

A:  One  central  PAC 

B:  Several  sub-PACs  representing  various 

linguistic  groups 

C:  Several  sub-PACs  representing  various 

schools 

D:  No  active  PAC 

E:  No  formal  PAC 


Comments 


PAC-5         1^.   The  Transitional  Bilingual  Education  Parent 

Advisory  Council: 

A:  Has  access  to  bilingual  program  records 

B:  Meets  regularly  (#  of  meetings  ,  per 

year)  with  school  officials 

C:  Meets  at  least  once  per  year  with  the 

school  committee 

D:   Participates  in  the  planning, 

development,  and  evaluation  of  the  TBE 
program 

E:  Reviews  the  TBE  Letter  of  Intent  and 

Program  Plan  every  three  years 


Comments 


Q/Survey  -8 


THEE Q0E5TIOinraiHE75DRVEl 


Please  comment  on  the  strengths  and  weaknesses  of  the 
Transitional  Bilingual  Education  program  in  your 
school  district  that  have  not  been  addressed  in  the 
previous  questions. 


Optional :  Please  comment  on  the  following  aspects  of 
this  questionnaire: 

Terminology  


Range  of  choices 


Format 


Other  technical  aspects 


Other 


Q/Survey  -9 


APPENDIX  D 
INTERVIEW:  BILTEACH  -  Bilingual  Teacher 


Person  interviewed: Date 

Building: Interviewer: 


DIRECTIONS  TO  THE  INTERVIEWER 

After  you  have  finished  with  each  of  the  following  questions,  rate,  by  circling  the 
appropriate  letter  at  the  right  of  each  question,  the  person's  response  using  the 
following  descriptors: 


K 


Non-compliance  issue 
Problem  area 
Quality  feature 
Commendable  feature 
Non-applicable 


Grade(s): Room  // Language(s): 


Total  V   of  students: Breakdown:  by  grade  by  language 

(Compare  with  #  of  students  on  Bilingual  Students'  Weekly  Schedule) 

Students'  age  span:  ;  functioning  academic  levels:  


Do  you  have  an  aide?  yes;  no;  full-time;  part-time 

Do  you  team  teach?  yes;  no 

Team  teach  with  (Name):  ,  Grade:  

Briefly  explain:  


Your  certification  is:  in  order;  in  process; 

expected  to  complete  on:  . 


The  following  chart  is  designed  for  you  to  supply,  as  briefly  as  possible,  a 
"picture"  of  you  and  your  students'  day.   If  certain  students  go  out  during 
parts  of  the  day,  please  indicate  by  placing  an  asterisk  or  footnote  in  the 
appropriate  block  and  writing  an  explanatory  note  in  the  space  provided  below 
or  on  the  back  of  this  sheet  (i.e.  how  many  students,  where  do  they  go,  for 
what  kind  of  instruction,  etc.) 


Period 

Subject 

I  Students 

Language  of 
Instruction 

Aide 
Present? 

#  if  Academic 
Groups  in  Classroom 

BILTEACH  -2- 


I'd  like  to  start  by  asking  you  to  give  me  a  statement 
describing  the  TBE/ESL  program  in  your  school.  (Size  of 
program,  population  served,  area  of  need  for  this 
population) . 


|N 

P 


Q| 

K| 
1 X  | 


ADM-4 


What  are  the  strengths  and  weaknesses  of  the  administration 
of  your  TBE  program?  (Who  is  responsible,  type  of 
coordination,  support  received). 


N| 
|P| 
IQI 

K| 

I| 


ADM- 12 


How  do  you  ensure  that  the  TBE  program  objectives  are 
equivalent  in  terms  of  content  to  the  objectives  of  the 
monolingual  program?  (Unique  objectives,  regular  meetings, 
equivalent  credits). 


N 
P 

Q 

IX 


BILTEACH  -3- 


adm-16 


In  what  areas  and  how  often  do  you  receive  in-service 
training?  (Areas  of  your  interest,  other).  What  incentives 
are  you  offered  to  encourage  your  professional  development? 
(Release  time,  credits,  none). 


In 

p 

IQI 

K 
X 


BILTEACH  -4- 


IDP-1 


Do  you  think  that  the  district  has  been  able  to  identify 
all  of  the  children  whose  first  language  is  not  English? 

yes     no.   If  so,  how?  (Home  Language  Survey, 
open  house,  October  1  school  census). 


IDP-2 


Could  you  please  outline  the  steps  a  student  goes  through 
prior  his/her  enrollment  in  the  TBE  program?  (Interview, 
language  survey,  testing). 


IDP-3 


Could  you  please  summarize  the  identification  process  for  a 
LEP  student  for  whom  no  full  time  Transitional  Bilingual 
Education  program  is  available?  (Interview,  testing  in  both 
languages,  effectiveness  of  process). 


N 


P 

Q 

K 

X 


BILTEACH  -5- 


IDP-3a 


Could  you  please  summarize  the  instructional  activities 
provided  to  the  LEP  student  for  whom  no  full  time 
Transitional  Bilingual  Education  program  is  available? 


|N| 

|P| 

Q 
K 
X 


IDP-14 


8.  Are  the  students  enrolled  in  the  bilingual  program  reviewed 
at  least  once  per  year  in  English  language  skills?  (Oral 
comprehension,  speaking,  reading  and  writing). 


|N| 

|P| 

Q 

K 


IDP-7b 


What  are  the  determining  factors  to  transfer  a  student  into 
a  monolingual  program?  (Input  from  teachers,  English  tests 
results,  student's  performance  on  standardized  tests). 


N 

P 

Q 
K 

X 


BILTEACH  -6- 


IDP-7c 


10.  How  do  you  follow-up  on  the  progress  of  students  once 
ma ins t reamed?  For  how  long  do  you  monitor  their 
achievement  and  their  social  psychological  adjustment  in 
the  monolingual  English  class?  (Immediate  and  periodical 
follow-ups;  follow-up  in  specific  content  areas).   Are 
there  provisions  or  a  student  to  be  transferred  back  into 
the  TBE  program?     yes     no 


• 


IP 

IQ 

IK 

>: 


IDP-7d 


1 1 .  How  are  parents  involved  in  the  transfer  process  into  the 
monolingual  program?  (Written  notification  from  school, 
written  parental  approval,  variations  depending  on  the 
number  of  years  the  student  has  been  in  the  TBE  program). 


IP 

|Q| 

|K 

IX 


BILTEACH  -7- 


DEL-3 


12.  Please  summarize  the  objectives  of  your  TBE  program. 
(Required  courses  in  the  native  language,  reading  and 
writing  in  both  languages,  history  and  culture,  Music, 
Art,  Physical  Education,  extra-curricular  activities). 


N 


DEL-5 


13.  How  do  you  arrange  for  the  different  grades,  age  and 

academic  levels  of  your  students?  (Emphasis  on  individu- 
alized instruction,  addressing  the  needs  of  "average" 
student  and  providing  supplemental  exercises  to  the 
others,  having  the  teacher  aide  work  with  specific  groups, 
other) . 


DEL-10 


14.  How  is  the  dual  language  instruction  provided  to  the 
bilingual  student?  (Emphasis  in  the  native  language  at 
the  beginning,  increase  of  English  instruction  gradually) 


How  much  time  do  you  teach  in  L^  and 


i2? 


|N| 
|P| 

Ql 

K| 
"I 


BILTEACH  -8- 


del-14 


15.  How  is  the  quality  of  instructional  material  and 

textbooks,  in  your  class?  Is  it  appropriate  to  students' 
culture,  visual/auditory,  does  it  include  variety  of 
learning  styles  and  levels,  is  it  equivalent  to  those  in 
the  monolingual  class.   Do  you  have  necessary  quantity  of 
materials  and  textbooks?  (in  the  native  language,  English, 
content  areas,  professional  resources). 


N 
IP 

|Q 
Ik 

x 


BILTEACH  -9- 


pac-1 1d 


16.  To  what  extent  are  parents  involved  in  the  Transitional 
Bilingual  Education  program?   (Individual  basis,  through 
formal  PAC,  other). 


N 


Is  there  anything  else  you  would  like  to  say  about  the  TBE 
program  and/or  the  program  offered  to  low  incidence 

students? 


Thank  you  for  your  time  and  cooperation. 


BILTEACH  -10- 


APPENDIX  E 


INTERVIEW:  PRINC/HEAD  -  Principal  Headmaster 


Person  interviewed: 


Date: 


Building: 


Interviewer : 


DIRECTIONS  TO  THE  INTERVIEWER 


After  you  have  finished  with  each  of  the  following  questions,  rate,  by 
circling  the  appropriate  letter  at  the  right  of  each  question,  the  person's 
response  using  the  following  descriptors: 


|N 
IP 


K 


Non-compliance  issue 


Problem  area 


Quality  feature 


Commendable  feature 


Non-applicable 


I'd  like  to  start  by  asking  you  to  give  me  a  statement 
describing  the  parameters  of  the  TBE  and  ESL  program(s), 
population  served,  areas  of  need  for  this  population,  etc. 


N 


P 

Q 
K 
X 


ADM-Ue 


Do  you  feel  that 
administered?  _ 
teachers  get  the 

administration? 


the  bilingual 
yes  no 


program  is  adequately 
Do  the  bilingual 


support  they  need  from  the  bilingual 
yes  no.   Explain. 


adm-20 


Are  the  bilingual  classrooms  in  your  building  equal  in  all 

physical  respects  to  the  monolingual  classrooms? 

yes  no  Please  state  examples  of  comparisons. 


PRINC/HEAD  -2- 


adm-19 


2.  Are  the  bilingual  classrooms  located  so  as  to  promote  the 
integration  of  bilingual  with  monolingual  students  of 

comparable  age  and  grade  level?  yes  no.   Please 

explain  how  integration  takes  place. 


|N 

IP 

Q 

K 
X 


PRINC/HEAD  -3- 


IDP-2 


4.  What  happens  when  a  student  from  a  language  background 
other  than  English  comes  to  your  school  to  register,  (you 
want  to  know  if  the  principal  is  aware  of  any  policies  and 
procedures  regarding  identification  and  placement  of  LEPs 
should  they  exist).? 


N 


P 
Q 

K| 

Xl 


IDP-3 


5.  What  steps  are  taken  to  determine  the  placement  of  (Limited 
English  Proficient)  students  into  the  classroom? 


PRINC/HEAD  -4- 


IDP-3a 


6.  Are  there  any  students  in  your  monolingual  classrooms  today 
from  other  language  backgrounds  who  are  having  difficulties 
academically?  yes  no.   If  yes,  what  steps  have 


you  taken  or  plan  to  take  to  resolve  this  situation. 


|N| 
|P| 


Q 

|K| 

X 


IDP-7 


Is  partial  placement  of  TBE  students  into  English  taught 

classes  practical  in  your  school?  yes  no. 

Please  explain 


PI 

IQI 

|K 

x| 


IDP-7a 


8.  Are  there  formal  or  informal  procedures  for  making  this 

possible  for  individual  students?  yes  no 

Please  name  the  procedures. 


IN 

? 


; 

K 
|X 


PRINC/HEAD  -5- 


IDP-7b         9-  Are  there  specific  procedures  for  determining  if  a  student  is 

ready  to  transfer  out  of  the  TBE  program?  yes  no. 

What  are  they? 

N 
P| 

Ql 

K 

X 


IDP-7c        10.  Are  the  students  who  have  graduated  out  of  the  bilingual 

program  succeeding  satisfactorily  in  the  monolingual  program? 
yes  no.  Please  explain. 


N 
|P| 

IQI 

Ik 


PRINC/HEAD  -6- 


DEL-4         11.  Are  your  bilingual  students  integrated  with  their  English 

speaking  peers  for  electives  (such  as  Art,  Music  and  Phys. 
Ed.)?  yes  no.   How  is  this  being  done? 


|N| 

P 

IQI 

|K| 
|X| 


DEL-5         12.  Do  bilingual  program  students  have  equal  excess  to  other 

services  provided  in  the  school  system  (such  as  special 
education  in  the  native  languages,  Chapter  I,  field  trips, 

guidance,  etc.)?  yes  no.   Please  name  the 

services. 


PRINC/HEAD  -7- 


PAC-6 


13.  How  active  is  the  bilingual  Parent  Advisory  Council 
Be  specific. 


N 


X 


Is  there  anything  else  you  would  like  to  say  about  the 
Transitional  Bilingual  Education  program  and/or  the  program 

offered  to  low  incidence  students?  yes  no. 

Please  provide  examples. 


Thank  you  for  your  time  and  cooperation. 
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APPENDIX  F 


TRAVEL  EXPENSE  VOUCHER 


Name: 


Address: 


Soc.  Sec.  # 


Date 

Trs 
From 

ivel 

To 

Mile 
From 

;age 
To 

Total  Miles 

Amount 

, 

F-1 


